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FROM A STENOGRAPHER’S DIARY 


We're not sure there is a real Nan Harris, but you'll enjoy, none 
the less, the story revealed by the jottings that were sent to us 


By EVA CLAUDINI 
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He took me into his private office 
This 1s all 


for him 
and talked about three minutes 
he said: 

“Miss Harris, Edison said, or maybe it 
was Henry Ford—well, it’s true, anyway—that 
genius is 99 per cent perspiration and one 
per cent inspiration. We are employing you 
because we are informed from reliable sources 
Never 


fail to be courteous and friendly to everyone 


that you are a conscientious worker 


but, remember, this office demands reticence 
We are starting you on a salary of $75 a 
month, Just make yourself at home.” 

I guess he was so brief because he 
case in court. He and Mr. Sam were gone 
until closing time. I studied their system of 


filing. 


had a 


AUG. 25—The first thing I had to do this 
morning was to dispose of two filing baskets 
full of papers. Mr. Bill Warren helped me 
for the first fifteen minutes. It took me all 
morning, I wonder if he thought I was slow 
He told me to take my time—that he always 
preferred accuracy first 
There were twenty-five 
application for the position of seert 


letters ot 


tary in the files, including my own 
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“Good morning,” or “Good afternoon,” as 
the time may be, “This is Warren and War- 
ren, Miss Harris, the speaking.’ 


Then I am to ring for the person with whom 


secretary, 


to speak. I am always to 
to my employer. 
after 


the caller wishes 
speak the caller's name, first, 
Mr. Warren said that in a few weeks, 
had become acquainted with me, | 
could drop “the secretary” part of it, and 
introduce myself as, “Miss Harris.” 
Mr. Warren said that I was 
croon, “All righty,” over the telephone, or 
to him. He also said that I was not to im 
tate the deep, throaty voice of Greta Garbo 


people 


never to 


AUG 28—Mr. Sam Warren came into my 
office, this morning, and asked me if I knew 
what it took to meet the public. I answered 
promptly, “Courtesy and tact.” He added, 
“And patience and memory.” He said that 
memory was almost as important as any ol 
them, and that he would like me to be abk 
to call clients by name after the first visit 


He said that our office was visited by many 
(Continued on page 62 





I took particular notice of the way SHSPE HACE HR OD "*ies °° 8 
they were put up * x - 
Five of them were written in al + ° 
most illegible handwriting on /ined - : 
paper. Imagine ! z 
Eight of them were written with ha Z 
smudgy type . 
Six of them said, merely, that they : ; 


had graduated from high school and 
could type and take dictation. A few 
of them didn’t as much as say which 
high school 

One of the applicants enclosed her 
picture taken in an evening gown! 

One of them said her only reason 
for applying for a position was be 
cause her family was in destitute need. 

All of these letters were written by 
either high school or business college 
graduates \ few of them had had 
supply work, but none had ever held 
a regular position 

This afternoon, Mr. Sam Warren 
dictated a speech to me that he is go 
ing to make at the next Rotary 
Luncheon. Mr. Sam seems to be 
quite oratorical and isn’t at all digni- 
fied like his brother, Mr. Bill. I 
couldn't read a few of my outlines, ; 
and was so embarrassed, but Mr. Sam < 
said the words were “unusual.” ; 

: 
° 


AUG. 26—Mr. Bill said he forgot 
to tell me how he preferred me to 
answer the telephone. I am to say, 


Presentation of Mary School, St. Ours, Quebec, Canadas * 
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What a Business Man Wants in a 
Secretary 


By NEVA HAYDEN and EDITH SCHNELL 
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The following quotations are taken from 


the interesting comments added by employers 


in answer to this last question, “Are ther 
possibilities for advancement to higher pos 
tions for male stenographers and _ secre 


taries 
I would think so, especially in technical business 
Certainly, yes, for the right man-——willing to lear: 


Yes, if they are ambitious and well-trained 

Yes. This position places one right next to the 
higher-ups with first-hand knowledge of important 
activities un< where efficiency ts shown and 
trustworthiness is established, this type of work 
s a stepping-stone to quicker advancement 

Yes—a gradual climb, in some instances, unti 
they are made members of the firm 


There are unusual possibilities for male secretaries 


Many employers prefer them and some positions 
requice them This is true particularly with 
railroad executives. A young man secretary to a 


business executive is in a position to learn much 
about the business with which he is connected, 
so, if he is amb tious and of the right type, when 
in opening occurs, the executive perhaps thinks 
of him first as the logical man to fill the position, 





ind in this way su secretarial work is a valu 
ible tepping-stone t responsible positions For 
these reasons, more young men should prepare 
themselves as secretaries 


We feel that these quotations indicate what 


business expects of male stenographers if they 
are to advance to better positions 


FROM the results of this questionnaire, it 
seems to me that we may conclude that there 
are opportunities for both men and women in 
stenograph'c work That for women the 
best opportunities for advancement lie within 
the secretarial or related fields For men, 
stenographic work may be used as a training 
ground for executive positions outside the 
secretarial realm. 

That there 1s a demand for men stenogra- 
phers in certain forms of employment, al 
though by tradition women are rather strong- 
ly established in this type of work. 

That more young men should be encour- 
aged to develop stenographic skill to be used 
as a means 0, entering business 


ALTHOUGH the data sheet did not include 
questions regarding competition or salary, our 
opinion, based largely on observation in mak- 
ing placements, is that men have far less 
competition than women for beginning steno- 
graphic positions, and that salaries for men 
stenographers are higher than for women. 
This, however, is merely opinion, and it may 
be that the experience of others would not 
justify this conclusion These questions 
might form the basis for another study 


Eprrorta Nore: We invite the comment of all of 
our readers on this subject. If you know of other 
questionnaires that have been conducted on this sub- 
ject, we shall appreciate your passing along the 
findings. 
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NOW, WHAT'S IN\y 


How an office diary helps to 
keep the day’s work function- 
ing smoothly and efficiently. 


Some practical 


By HAZEL F. TALLENT 


F you aim to become a secretary who 

like the elephant—never forgets, one of 

your essential tools is your diary. And 
if it is to serve you best, it should be not 
only a record of things past but also a re 
minder of things to come. Every job has its 
special problems, every office its individual 
methods of procedure and a diary fits into 
any of them. It does so because it is another 
aid to the orderly and efficient carrying o1 
of the work of the office 


A FAITHFULLY kept diary performs two 

finite functions. First, it is a memory aid 
Many things take place in a busy office which 
at the time may not seem of enough im 
portance to warrant being made a matter of 
record by a memorandum. Yet, later on, you 
may be embarrassed because you are unable 
to recall what seemed of no consequence when 
it happened, 

Suppose your employer has a long-distance 
telephone conversation with a member of an 
other firm, during which nothing of moment 
is said and no confirming letter is written 
Months later he may want to know which 
member of the firm telephoned that day, as 
well as the date of the call, and neither of 
you can be expected to remember unless you 
have some means of checking. This may seem 
very hypothetical, but the proverb, “Truth is 
stranger than fiction,” is borne out time and 
time again in the business office 


IT may be hard to see the benefit of having 
such minute details always on tap, but when 
your boss wants information it is up to you 
to be able to supply it even though you may 
not see the reason for its being requested 
Records in the files take care of much of 
this information; you should attempt to cover 
the remainder as completely as possible in 
vour diary. The very fact that you writ 
something down, even though you may spend 
only a fraction of a minute doing it, helps to 
impress it on your memory so that many times 
you will be surprised to hear yourself answer- 
ing in an absolutely-sure-of-yourself voice, 
without a glance through your diary, “Mr 
Jones was here in June, 1938,” or “We mailed 


suggestions 


~ 


as arm 
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YOUR OFFICE DIARY? 
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you of tasks like these. If you make proper 
use of a follow-up file you will have these re 
minders. Then a word or two on the left 
page of your diary and the job will be kept 
before your eyes until it is’ finished and 
checked off the page 
FOR my diary a notebook with two facing 
pages allotted to each day provides a clear 
division between the “docket” of things to be 
attended to (listed on the left-hand page) and 
the notations which you enter during the day 
(on the right-hand page) 
‘ on ‘ 

The first page on page 59 is the left-hand 
page as it appeared at the end of the day 
with check marks indicating the items which 

J had been disposed of. The second diary page 


shown is the right-hand page for the same 
day. The sheet above is the beginning page 
for the following day, showing how items are 
carried forward from one day to the next; 
this page should be prepared before you leave 
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the ofhce in the afternoon so that it will be 
ready when you begin work the following 
morning. Persons in the organization are re- 
ferred to by initials, so as to save both time 
and space, the name is written out only when 
the individual mentioned is from outside the 
office. The notes are as brief as possible, so 
that only a few minutes are required during 
a day to make the notations and to check on 
unfinished work 

It is necessary many times to carry an item 
forward for several days; sometimes becaus« 
it is a project which requires a long time to 
complete, sometimes because it was not possi 
ble to fit it in with the other work of the 
day. If you see that certain work will be 
postponed for some time, it may be better to 
put a note in the follow-up file. However 
when a letter, a promised interview, or a r¢ 
port is delayed from day to day, apparently 
without anything being done about it, you 


should inquire into the reason for the delay 
Thus your diary will help to eliminate any 
possibility verlooking one piece of work 
in the rush of getting out half a dozen others 


WHEN you check over the diary pages for 
the day, be careful to see that you have made 
all the necessary notations. If you form the 
habit of making these notes during the day 
as each event occurs, such a check will take 
only a moment. Hindsight is conceded to be 
better than foresight, and this applies to the 
writing of letters confirming verbal instru 
tions or explanations. Therefore, as you re 
view your diary, ask yourself whether such 
confirmations are needed; if they are, insert 
a note on the left page for the next day, so 
that you will remember to see that they ar 
prepare d 

It is not necessary to enter in the diary a 
record of all letters written, because you will 
have copies in the files. If it is desirable to 
keep a list of letters sent from your office, 
you may use a separate notebook for this, 
showing the date, to whom the letter was 
addressed, and the subject, somewhat as 


follows 
Octo! X 4 

Commissions of Interna Reve t Enclosing in 
formati returns 

M B Buchanar Er sing Andrews deed for 
registratior 

Kilroy Mfg. ¢ Correcting ert n statement of 
August 31, 194 

General Insurance ( Reporting damage from 


sprinkler leakage 


However, in the typed record which you 
prepare for the boss when he is away, you 
must include both the information from your 
diary (translated into complete sentences!) 
and a record of all letters you have dispatched 

his absence. Your diary should also contain 





1940 
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Advice from Champions 


By FREDERICK G. FOX 
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dow display—it attracts attention to you and 
arouses the interest of prospective em 


ployers. 


AN important bit of advice for all com 
mercial students comes from a former Maine 
champion, Miss Pauline Turner: 

I feel that commercial training is more valuable 
if a general education is emphasized Specialized 
and technical training is not adequate, I feel, either 
in the matter of making a living and in making life 


Farsighted students will understand Miss 
Turner’s advice and appreciate the impor- 
tance of preparing for life outside the office 
as well as on the job 

Typing students will be especially inter- 
ested in the advice of Miss Ann Thomas, 
Ohio, 1932. She reminds us of an important 
skill in typing that is frequently neglected, 
and yet is so important on the job—the 
ability to type figures with speed and accur- 
acy She warns us that this matter must 
not be overlooked. Business demands typists 
who know the entire keyboard thoroughly 
and can type figures as well as letters with 


speed. 


IT would bh impossible to include here all 
of the excellent letters written by former 
state contest winners, but we want to add 
one more quotation—from a letter by an 
other Ohio champion, Mrs. Valetta Hough- 


ton, now a highly successful private secre- 


tary 

It might interest you to know that due to financial 

nditions in 193 when I was graduated from 
high school, I was denied the privilege of a college 
education Jobs were very scarce, with low pay 
I kept ringing ! rbells however mtil timally ] 
landed a job in a little manufacturing office I 
worked for approximately $300 that first year, and 
stayed in the same office for 2% years. with steady 
raises When I changed positions three years ago, 
| was earning approximately $700, and today am 
earning much more than that While the way has 
been slow, it has been exceedingly interesting 


“I hope,” Mrs. Houghton, concluded, “that 
you will urge all high school students who 
can to take some higher business education if 
at all possible They are at a decided ad 
vantage in the very beginning of their busi 
ness career, but please make them under 
stand that from there on it is up to their 
own initiative.” 


Why Office Stenogs Need Speed 


N the Bates Brevities we find a paragraph 

saying that stenographic notes are taken 
at all sales meetings of the Los Angeles 
Stamp and Stationery Company and con- 
densed into thumbnail reports for all the 
salesmen. Many companies do this. 
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Garage Service for Typewriters 
Suggested by WILL OSBORNE 


OU can save the usual $2.50 fee, and give 
pat typewriter a thorough cleaning in 
three or four minutes by taking it to a 
garage or service station that is equipped 
with an air hos¢ 

By using an air pressure of about 35 
pounds, and applying the nozzle thoroughly 
over the top and bottom of the machine, 
every bit of dust, grit, and erasure sediment 
will be blown out and any loose oil will be 
atomized and_ distributed more evenly 
throughout the machine 

Wipe your typewriter off with a dry cloth; 
install a new ribbon; and you'll have a 
much better service job than you would get 
from many of the neighborhood repait 


depots. 


From a Stenographer’s Diary 
(Continued from page 56) 


traveling representatives and I should have 
four questions on the end of my tongue ready 
to pop: 

“What is your name, please? Whom do 
you wish to see? What company do you repre- 
sent? About what do you wish to see Mr 
Warren?” 

He said if a traveling representative ever 
told me that his business was “personal,” | 
should smile very cordially and say, “I am 
Mr. Warren's personal secretary.” (That will 
be one of my drawbacks, because I’m a little 
shy with strangers.) I’m going to practice 
meeting strangers, m my murror. 

Mr. Warren said he wanted me to fit in 
well as a receptionist. He asked me neve 
to eat or drink anything in the office during 
business hours. He said that he is a firm 
believer that smoking lowers the efficiency 
and absolutely forbade me to smoke at all 
during business hours. He said that he 1s 
only thirty, but old-fashioned enough to be 
prejudiced against women who smoked, and 
so, if I smoked, he didn’t want to know it 
Most of the stenographers in the building 
smoke about every hour, in the rest rooms, 
and some of them puff at cigarettes at their 


desks. 


AUG. 31—Mr. Bill Warren told me to type 
my own check, this morning, for $75. He 
paid me for a full month. This is the most 
money I have ever earned, and it certainly 
looks good. I am going to buy me a few 
more Fall clothes and put the balance in the 
bank! 
(End) 
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West Virgini: on 
the “Mountain” 
State 


Ol may mort ( Cl have 
heard it dubbed the “Par 
handle” State. on account 

the cor rmation of its boun 
daries, but its essentially moun 
taneous terrain makes it truly a 
“Mountain” State. The 1930 cen 
sus showed the population as 


1,729,205 (27th in rank in the 


Union), 1935 estimates adding 
about a hundred million more t 
these figures In area (24,171 


sq.m.) it ranks 40th 


THI Stal rich in s { al, 
natural gas, petroleum, iron ore 
and sand famous r glassmaking 
duces iron and steel products also. and mot 
hardwood than any other state except Ar: 
kansas ; 
poplar, birch, ash, oak, spruce, 
walnut, and its 


arms produce wheat, mn 


oats, ha potatoes tohacco, apples, maches 


Pw Pr ft ewORea 


Machine. at Clarksburg plant of Pittsburgh 
Plate Glass Company, which draws molten 
glass vertically for three floors, where it is cut 
off in sheets of Pennvernon window glass 


John Brown's Fort at Herpers Ferry (on 
Storer College campus), 
attempted uprising in behalf of the slaves 


hemlock, an 
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what is 
where he was captured after his 


now 


ms 1 grape i | ma} roj \\ 
are told that the mother-tree ! n whi 

e get r (srimes (ys den at 1 ly Ider lL) 
1ous apples W \V\ st Virgu i and 
hat there a 1600 flower! plants that 
ire Na het Phi sta has esta shed 
“ orest pres S perpetuate its beau 

f Na I pring 
probably mor thar t< rests that 
know the Stat ry mit spring 
White Sulphur and other points through 
Greenbrier { ty ur vorld tamous 
pn ple reso? | ther { lonial Days 


\ ith al | | k w tha Na Hank 
he mothe | i here, t 

ind that 1 i | s this Stat 
hat James Bridger learned the woodcraft 
he employed so well on the Oregon Trail 
And that Newton D. Baker, Dwight Mor 
row, and John W Davis ire native s . 


ALTHOUGH a part of Virginia 


1862 (West Virginia is one f the youngest 
the States ist f the Mississipy 
ictual vears t state od t is believed 
hat there were white sett! near wh 
now Shepherd wn as early as 1719 


ind Morgat had settled 1 if 
y 1726. The F 


a culmimation <¢ the struggel 


ition and Re 
Mexican War, where Ston 


is initial baptist: 
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THE LEARNER 





CIRCLES, HOOKS, AND BLENDS 


And a few additional pointers on the proper form and proportion 
of curves you have been studying. Another Brief-Form drill, too 


By JANET KINLEY GREGG 


AST month not much was said about the 
theory work because we knew you would 
have so much to do in getting accus 

tomed to this new form of writing that you 
would not have much time for additional 
work Now that vou have become familiar 
+} ; 


with the shorthand characters in the frst 


three Chapters, you will have a better under 


tanding, and interest in, the various princi 


ples involved in shorthand writing. I am 
sure you have found the study of shorthand 
very interesting and stimulating, and _ that 
u have been surprised at the number of 
vords and sentences you can write after 
! brief period of study 
Li! l us now consider what vou have learned 
in the first three Chapters: (a) many differ- 


ent characters: (b) how to join these char- 
wters to form words; (c) how to join the 
words to form phrases; (d) many Brief 
ime you have finished Chap- 
ter Six, vou will have learned all the charac 
e alphabet, and a great deal in 
addition lo put it in a more striking way, 
hapter Six you will be abl 
o write anything in shorthand—perhaps not 
in its briefest form, but, nevertheless, so that 
inyone who knows shorthand should be able 
to read it readily 
Your teacher will have explained to you 
that the curves in shorthand curve more at 
other; this lends fluency 


one end than at the 
to the word forms in which the curves occur 


Retrace the curves in the first line to get 
the “feel” of the correct formation 
Y X ss net 
. 5 c ri on 
? ) 4 a 
Guard gaimnst flattening out the nirst 
part ot the and g and the last part of the 


and / or “humping” these characters into arcs 
This can lead to confusion in reading 
As you now know, circles are placed m 
side curves and utside angles. Some 
times, students write a word like jail with 
the circle in the wrong place, because, not 
i properly, they think 
le between the 7 and 1. This is 


having written the / 


there is an ang 


not the case; the / curves at the beginning 
and the 7 blends wit r joins, it without ar 
angle 


Often vou will 


notebook upside down you will discover where 





your outlines are faulty or incorrect For 
example, a student may write the wort 
jauge correctly, with the circle inside the 
curve, because he knows that , and pOU 
without an angle But the same student 
when writing the word ja may place th 
circle outside the curve, because he imagine 
that there is an angle between the 7; and 
Now if he will turn tl paper upside dow1 
and look at the torm he has writte tor 
ange he will see it we tha th circle 
should go inside Phe bination and tl 
short sh stroke, written as in the Brief Forn 
tor question, shows clearly the absence of at 


ingle in such joining as question, jail, gau 


ian 7) 


BEFORE we leave the first lessons entirely 
behind us and proceed to what is properly 
our province this month, let us look once 
more at our proportion. You will have dis 
covered the great importance of correct pro 
portion by now, but it cannot be stressed tox 
often. The size of one’s writing is not ol 
vital significance, as it differs with different 
ndividuals; it ts important, however, that 
the b should be twice as long as the #, that 
the a should be generously larger than th 


pin-point ¢. This applies to all the “pairs” 


WHITH the introduction of the hook vowels 


the 


we find another opportunity to look at 
outlines upside down to see that they are cor 
rectly written 
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Brief-Form and Phrase Review 
On Chapters Four to Six 
(4) ) aera ee . 
“O-O , ¥ , S 254 45 , 
— JA, 27 My ) C C a en 


a r 
G > ae >PoR te C oOo} ( \ —_ a») one os 
A 4 
( ; 9 4 ? 
a Xv ) ) VC — _ , 
2? 4 = ? 
© © @? Fg? es = a) nN . ’ » Ww & 
> ) ’ — 
C a <— Renn a i> .... ‘in } y ( ( ) ¢_- 
) 9 = + ~_— } 
— — Y c o 
CE I ET ey A ce 
/ ) a / / 
/ / 
> ny * en _& \ a] ( > —_ s— = 
tix ‘ 
v = 4 = ~ _ é _ a > o> 


“a * ym ar gg jG \ 7» _ 


Phrases <2 .2 | 
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utior fiom 1, road, i ; ’ ke s 

te m, wutterl bucket uch pup pu 

ky, footbal , ke t. a ued m 
bouquet b] m ble» entarile taient tim dom 
rhymed mre stris ‘ j nt shend oper 
jent, pendant lefaul litided de ur negative 


Brier-Form anp Purase Review 
Cuartrer Fowr 


are we force harge look 


crument 


lear, 





spe fu ré nu Pe é ug? Position Ques 
f ” purchase remembs 

World, repl word, bed ut bring, hous 
vh Sé remark ; ” ; ‘ , ; eftar 

ne, nature suff é chet ’ f ext ” tf 
ticular, report 

l ng HOR ue é f en t strengti 
stro mire ate LLL f , hult 
friena fr ’ f f 
effect, return swer, experience t 

Phrases: Hf e, % ‘ ‘ ‘ 
re not mj! é¢ ‘ ie f é ’ ’ 4 ve 
shall be ve / ¢, @ ec ‘ ¢ not 

C/f then er ri ta when the f int the ” 
efi , ur f not, ft ve ‘ te 
hould “s not ve must, tf f t Reef t 

¢, t have f “4 ’ t ‘ , 
5 t ‘ nt t ’ “ 4 ‘ f rT 
( APTE | 

{ Sé f ‘ c/ ’ f he f ; t 

ght, writ whil belund, point point, thousar 
side tt RiP imquire mile requ 

Dollar brect strange trust ma ress é 
spect respectful respect] u J mde rrangement 

nsider ns eration f riu f f M uf 

ntage / sé pr ‘ ; oO 
wonde 

Probler succes f é t 

ersov Personal regret re P nf nh 

nee rvé na rrespondence ercele f 

elience rganice ’ ’ tion, f t, pr f, sat 
. satisfactor he k , . , vect 

(HAR rm Six 

Entire f st k stand fe te r 
erence remit, remittance suggest ’ ' 

iuail ttentior knowledge receipt ‘ ble é 
hile , tmnadustr 4 é 

Move agent, spirit redit pt ‘ inf 
lifferent iifference pproximat ‘ ‘ , 
sistant, instar response, responsil ’ va 4 
ualit efinite, tomorrot fluence, mistake 
taker together 

Re 3 ertise fre us " i 
hundre mpr é smipr ement yuaint acqu 
ta ¢ neverthel é ciope insur , ’ é 4 
ite cau tiov uit iificuit netmspape 
spect su ff nt han dise letermine pleasu 
tal Me 

Phrases De Mr Yours L rel Sincere 

urs, Ler ncerel hours er sincerel }ou 
respectfull Respectfully urs, ber respect{u 

radiau urs } wrs ‘ rdtaii 

Il had, he had, they had, we had “u had 

Was not, it was not, he was not, there u not 
t is not. there is not t wasnt tfisnt 


skill, 
expect 
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WatcH THat Point! 


Even as ARTHUR G. SKEELES saith 

ND the teacl ! k 1 and.» «bel ld a 
damsel sitting with her damsels and 
writing 


the paper n which sh 


a scrap tort m a notebook; and her pencil 
was short and stubby, and the end thereof 
was without point, even as a tale abou ne’s 
wife's moths 

And the teacher spake unto the damsel 
and said. Wher , ——— , - 
without a notebook, and with a pencil with 
out point? And the damsel said, Oh 
this is but pract und any scrap of paper 
and anv old pen vill d r pra é 

And the teach answered her and said 
When thou S ar fhee, think 
thou to be 1 i du r a stenograpl 
n truth 

And the dat mia 7 Veril vher 
I come int fice I w c 1 stenog 
rapher, but a Secretary, and sit at the Bos 
right hand, and dr i Big Sal 


THEN the teact hook at 


orennecr, al | idn shed her Sal ’ » h 
wards come o1 hose who know th 
usiness, and the Bos ess. There rr 
thou wouldst Secretary, first he me 
n Exceedingly Efficient Stenographer; thet 
mayst thou it the Boss’s right hand, and 
help him t n tl iness, and e1 th 
wards wT 
But hearket h th wil ‘ ! 5 h 
nly throug! ich practice ind wil h 
practicest th \ ecot Ther re 
hou would m 1 competent enog 
ipher, begu é practice competency 
lor thou practi writing with poor u 
ruments how then wilt thou lear: 
» writ vith ¢ 1 instrumer I thy 
pencil be dull, how shalt thou learn to write 
ith a sharp pencil And if thou writes 
ways with a dull pencil, how wilt thou 
ever, within thy | time, learn to wri witl 
1 pen, such most reporters and othe 
expert writers uss Verily, thou canst not 
Wherefore, thou art but wasting thy time 
in practicing with such miserable instruments 
A ND the damsel took these words to heart 


nd behold, on the morning of the next day 
she came with a pencil nicely sharpened, and 
with a notebook; and that day she wrote 
the dictat m with ease and speed yea, evel 
with skill. And the heart of her teacher was 
glad, for he felt that he had really taught 


her something. For she was a capable dam 
and able to go far in business, if she 


} 


sel, 


would but 
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TOM, THE PIPER'S SON 
Tom, Tom, the Piper's Son, 
Stole a pig and away he run” 
o~— e 
. 3 
* 
. Ee" . % . 
‘ wail P 
+ 
‘way a a 
; \ / 











Designed in shorthand by Jean Pahl 
Cambridge (Nebraska) High School 


Typewriting Marathon for 1940 
Goes to Canadians 


c px Canadian National Exhibition Trophy 
went back across the border last month 
to stay until next vear, and the new Crom 
well Cup for Supremacy in_ International 
lypewriting, which was donated for the 1940 
Marathon, stays with it! For the Canadian 
team won the 14-day event over the U. S 
team, with an average of 87.7 words against 
82.2. The U. S. team had slightly bet 

tered their 1939 average (82.1), but 
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NEWS WOR 


doing it, to say nothing of the 1,360 cups of 


tea, 3,410 lumps of sugar, 20 quarts of milk, 
3 dozen lemons, and 8 pounds of biscuits 


| 


that they consumed by way of refreshment 
during those strenuous tv 
August 23 

The individual high was scored by Ubald 
Lamontagne, whose record of 100.1 wpm for 


weeks beginning 


the 27 hours he was at the keyboard is all 
the more remarkable when you consider that 
en language! Sec 
md place was won by Mrs. Helen Wiedwald 
(Cleveland) at 99 wpm. Jaye E. Marney 
(Houston) made an amazing accuracy record 


of 1446 in 15 


nglish was to him a fort 


minutes with only 2 errors! 


Even an Eel Can Type 


F vou saw the Zoo's exhibit at the New 
| York World’s Fair, you may have taken 
away as a souvenir a wire like that below 
that was typed, believe it or not, by an eel! 
Not that Electra is an artist of the key 
hoard to put fear into the hearts and fingers 
of any of the twelve American or twelve 
Canadian contenders at Toronto, but she 
really produced that message just the same 
“Dots and Dashes” explains how, ror the 
dification of those of you who haven't seet 


done 


“Electra, alias Electrophorus electricus, 1s 
a native of such South American rivers as 
the Amazon and Orinoco, where she uses 
her 300 volts to disable her enemies and stun 
the fish upon which she feeds. The Zoo and 
Western Union decided to put her six feet 





‘ 

that vas not good enough to meet 
7.5 words a min 
ute—87.7 this vear; 80.2 in 1939. Both 


Z 
teams were on the fourth writing of 
Wells “Outline of History”—the Can 


their rivals’ spurt of 


adian team on page 1124 of the 1170 
page tome, the U. S. team on page 
834. The total of the winners was 
1,654,744 words, net (gross 1,706,778, 
with 52,034 errors); the U. S. team 
netted 1,537,708 words (gross, 1,598,- 
133, with 60,425 errors), a total be- 
tween them of over 3,300,000 during 
the 324 hours of the race! And they 


N 


UNION 





UNION 


HELLO FOLKS-- 17 SEEMS FITTING THAT |, AN ELECTRI 
ZOOLOGICAL WONDERS ®UILDIN iEw Y WORLD'S FA 
AND LIVING AT THE W.Y¥. AQUA mint WINTER, SHOULD 
TRANSMITTING TELEC RAMS, INASa A ROFE @ SAMUEL F. 
MORSE, THE INVENTOR OF THE IRIE t iD T ELECTRO- 
TELEGRAPH, GAVE HIS FI T DEMONSTRATION IN THE NEW 


AQUARIUM IN 1935 








used 8309 sheets of paper and wore 
out a dozen and a half ribbons in 


Souvenir of a trip to the Fair 








= ete, 
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high voltage to ' 4 
some practical use - - 
: 7 
yy having her elec i i 
aig i }s 
trical discharge op } 











— kiawa Sih dat evi 























erate a modern = ignes Gee's MonoGregg or 
teleprinter. Period , f Q A=4 “Pictograph” place cards en- 
ally throughout z= (Zl be liven a party 

the day, Electra’s > c 

voltage is ‘cap ae BARGARA oR iS = 

tured’ to energize 

an electric relay which in its turn starts a ted to stitch whatever they wished what 
ever color they liked on their square. “Some 


teleprinter tapping out a telegram. While 
Electra’s voltage is high, her current is 
weak and lasts only three thousandths otf 
ond, but that is long enough to send 


a S¢ 
the impulse that starts the teleprinter work 


ing.” Sounds fishy, but seein’s b'lievin’! 


What They’re Doing with 
Pens and Needles 


HI requests tor MonoGreges are pour- 

ing in again! Indeed it looks as if the 
ashion of decorating your belongings with 
your name embroidered in shorthand is grow 
ing widerspread with the purchase of Fall 
togs. We told you last month how to do it 
yourselves, or how to order your patterns 
from us if you preferred (your name and 
the outline, with it, to show how you write 
it in shorthand, plus five cents to cover paper, 
packing and postage). And we showed you a 
sample of the articles Central Valley stu- 
lents MonoGregged last Spring. If you are 
doing anything “special,” we'll be interested 
in hearing about it—anything like the place 
cards Agnes (ee, ot Heald College, Oak- 
land, California, made for a party last May 
We wonder if they suggest to you the same 
characterizations of the girls that they do to 
us? Does Mary burn up the road in her car, 
Barbara do the barrel roll and the side slip 
in the clouds, or does she just like to travel 
by air? Send us your guesses and we'll ask 
Miss Gee who's correct. She reports that the 


ards created a lot of fun at the party. 


ALVERNIA High School girls had great 
fun in MonoGregging handkerchiefs, waists, 
anklets, collars, and towels. Then enthusiasm 
ran so high that they made a bedspread as 
a class project. When completed they had a 
spread with the MonoGregg of each girl of 
the class of 1940, together with many other 
interesting things, for the girls were permit 


blocks,” Sister M. Clemens writes us, “had 
several MonoG yes on ca h riends worked 
1 square. We had forty-two 12 


unbleached muslin, and these 


together 
nch squares 
were put together by means ue percale 
panels, three inches wide, which added olor 
t the spread 

“After exhibiting the bedspread for several 


days, t was suge sted that it b given to a 
member of the class who ts confined to her 
bed most the time. It was presented to her 
as a wTa 1 lat mn witt il ! need | i\ sh 
treasures it highly 





CROSS-PATCH 
Cross Patch, lift the latch 
Sit by the fire and spin! 
y 
j 4 
— ie r 
‘ g f 
} ) 
. s } 
F ‘ 
XY ? 
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Designed in shorthand by Jean Pahl 
Cambridge (Nebraska) High School 
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SALLY TIPS DOT OFF! 


Beginning a new series of letters from an experienced stenographer to her 
young sister who started on the job last year 


By HELEN WILKES 


September 30, 1940 : 
Dear Dot: 


I'm very much ashamed of you-——losing the job you had 
with the Nichols Tire Company because of such a mistake as 
taking an afternoon off without permission! 'Course I know 
you're feeling pretty blue right now, so I won't harp on the 
subject. 


However, a lot of us go through such a period. Reminds 
me of the time Jane, a stay-at-home girl, called me at the 
office. It was a few minutes to curtain time and she had an 
extra ticket for Cornelia Otis Skinner. Since I was near the 
theater, she thought I might be able to use the ticket. The 
prospect of seeing Cornelia Otis Skinner thrilled me to the 
extent that I forgot everything else. I looked around the 
office for the boss, but, like the chicken in the chicken soup 
at the drug store, he just wasn't around. So I decided he 
must have gone for the afternoon. Well, I promised myself I'd 
get back after the show and clean up my work. So I grabbed 
my hat and flew. Maybe the ticket to the performance didn't 
cost me anything, but I sure paid a high price for the after- 
noon's entertainment! 


Yes, my dear, I was canned-—fired-——-politely requested 
to remove my presence because of taking "French leave." The 
grim look on the boss's face when I returned gave me chills way 
down to where my stomach ought to be. He pointed out how they 
tried to be fair to the employees; that I'd had any number of 
afternoons off when I requested it, but to leave without 
permission was inexcusable. Naturally, I saw his point and 
felt like an overripe tomato, but I should have used my head. 


I made up my mind there and then that when I'm taking 
anyone's money, I'll give them full measure in return. Also, 
that I'm never going to treat afternoons off lightly again. 
Believe me, something stupendous has to happen before I bring 
up the subject of time off to any employer. 


I hope my confession helps you over the sore spot, 
Sis. Jolts like this, while bad, bring you to your senses 
quicker than any lecture could. So in the long run, if you 
don't repeat it, it has its purpose. 


Affectionately, 


Sally . 
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WHO's WHO IN SHORTHAND SPEED 


Three More New York City Writers Hit High 


Reports Examiner A. A. Bows 





Louis DiZinno Ben Falk James H. Sheridan 


WOURT Stenographer in h Police \ H M took 

Department « the City « New York - cae ' y ambitions to s ee 

is Mr. Louis DiZinno, who has added hich » ; » Bagge “ood ag sage | 
o his laurels the Gregg Diamond Medal for eceived t Ni York Classical ¢ MN 
writing 200 words a minute and transcribing t put it tl 
it with accuracy. The questionnaire sent him at ; b — Genag t 
brought forth little personal information, but a eineaiienins i seine Gieilaes -_— se Geen i 
we have culled the following tacts é eft this sit to £ the fa a te 

Born in Connecticut, Mr. DiZinno attended 1 I t F ‘ 

the Waterbury Business College, where h My vol - . a — . 
learned his elementary Gregg and was gradu f Bureau. Dis og SRgtse ate eam nA re 4 ; 
ated with a speed of a hundred words a with headquarters ir Vhit Avenu floph 
minute. This was sufficient for his immedi Job consist tt é se f transic 
ate needs, but after securing his B.S. degre re Parke , : . iw — : 
from Columbia University in 1932 and put where I was 1 senes 
ting im the following year at Columbia's t the Ra St H | 
Graduate School, he continued his steno : a _— cings 
graphic traiming at Pace Institute, under the -* 
tutelage of Mr. M. A. Moosbrugger. It was FROM ¢ I tt » 
while attending this institution that Mz ere spent ‘ 

InZinno received his Diamond Medal My “yd _— ‘ gist 
He held several stenographic and secr #- 3 ites :, 
tarial positions with outstanding success, and ewing a P jenion 6 
then received an appointment as Reporting viewing re able 
Stenographer with the New York City = r & ua 
Parole Commission. This proved excellent perme oe 
experience for the important assignment he thing in 1 esent agp dig ec llnenagge 

now holds Labor 
| took tl cs f S t Reporter on 
ul t a ISS¢ ast | < \t res t I 
HE James Monroe High School again the ¢ t list - feb ang” 
“7 ‘ 


comes into the picture, for Mr. Ben 
Falk, another winner of the Diamond Medal, 


is a graduate of that school His story is { ~ letter received i respon to oul 


an interesting one. Originally, he started out reque r intormation ot Mr, James 
to be a pharmacist, but was intrigued with H. Sheridan, is worth quoting 
{ ossibilities ort . ‘ 
he possibilities of shorthand, so decided to | ATTENDED La Salle A — 
devote his time to that subject. He writes School, and st . , tt 

e yea | r t } \ P . 


I OWE a great leal t my thirst stenograpl tea evening s« f ‘ ear ite . I 
’ " wa 

















uu 





a 


~~] 
Nm 


employed as a stenographer in the New York Cen 
tral Railroad and Southern Pacific Railroad. While 


with the Southern Pa 1 t k and passe 1a Civil 
Service examination for Grade 2 Stenographer in 
the City of New York, and was appointed to the 
Board of Transportation for a few months. I the 
worked for the Rath Packing Company and later 
the Mur pa Co t 
It was while in the Mu pal Court that I first 
l ame really interested in shorthand reporting and 
entered the Hunter College asses Mr. Blanchard 
s the teacher the first six months, and Mr. Zoubek 
¢ ext yea Here 1 to the 4 s medal tests, 
lily pass m the i 
| wanted to get the C.S.R., but—because I had not 
taken Regents’ examinatior n my regular high 
school subject I ld not ialify f admittance 
this exam it Conse ently, | had to drop 
shorthand entirely and devote every night for the 
ext year and a half to getting these Regents’ cred- 
ts I took the exan at for Certihed Shorthand 
Reporter January 7, 1940, a l am certain I 
passed it I shall probably receive my Certificate in 
ubout a weel [H ! r.J 
About the I got ‘ 5-w nedal I took 
ind passed the State Civil Service kxaminatior tor 
Principal Hearing Stenographer, a was appointed 
to the Distrix \ ey’s Office of the County of 
New Y n ny pres pos l i bee ere 
three years i I ra iSsigne t 
the Ho e | ea W he a mu r te ! i 
issauit nn C i the t e of the 
ght) ti ste gra goes vit i asSistant 1s 
trict att cy t the scene and Statements are take 
trom the witnesses a ele lant, aiso trom the vic- 
tim, if Still alive Wuite trequently whe these cases 
me to trial the ste mraphe as t testily, reading 
s shorthand t of the efendant’s statement to 


“IN th work, Mi Sheridan added, “I’ve 
discovered one of the most dithcult (should 
1 say ‘disastrous’) types of reporting—that 
of taking the so-called ‘dying declaration’ of 


the stenog 


the victim of a homicide. Here 
raphe has to stand at the bedside and hold 
his notebook in his hand, without a place t 
rest it. Everything proceeds nicely until it’s 
time to turn a page, and then the life ol 
anyone within range is in grave danger. In 
one such instance, before I had become too 
accustomed to this type of reporting, my 
pen flew out of my hand, my notebook went 
hurtling into space, and I made a grab for 
either or both of them 

“What happened? Well, when I had fin 
ished my plunge I found myself neatly en 
twined in the legs of the far side of a bedsidk 
table, with a single page of my notebook 
clutched in my hand. My pen was leaking 
a most inartistic design on the nice white 
linen, and my bhook—it was in an entirely 
different ward, I betcha! Since that antic, 
I’ve kept at a respectable distance from all 
hospital equipment and other potential for- 


eign entanglements when taking this type of 
statement. After all, the poor fellow we're 
interviewing is sick enough without adding 
‘assault’ to injury! 
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IT is a treat to pass on to you these inter 
esting experiences which are part of the life 
of expert court and general reporters 
There’s never a dull day in the life of a 
reporter ! 


“Usual” Letters 


oe RITE the usual letter to the Title 

Company.” “Send this man the let 
ter we usually send new customers.” How 
often has your boss said something like 
that to you? 

You know what the usual letter is, of 
course; but does the girl you have in t 
help during the rush season know? Will thx 
one who takes your place during vacatior 
know? 

I recently made an extra carbon wher 
ever I typed one of our firm’s many “usual” 
letters. My le of these form letters has 
already saved time and energy for me, my 
boss, and employees who are not familiar 
with our work.—M. G., 


SECRETARIAL SONATA 


By RUTH K. BAKER 





« 
OULD 1 might right some wretched 
wrong, 


Or write a rippling, rustic song, 
Or startle this mad seething mart 
By showing everyone I’m smart. 


Would I might sing some supple scale 
And not, forsooth, be put in jail; 
Or write of romance, rocks and rills, 
Or manufacture mystic pills 


Would I might sail the surging seas, 

In safer times, I hope, than these; 

Would I might sigh ‘neath southern skies, 
Or pluck a prize for pumpkin pies 


But fate, it seems, has other plans 
To occupy my lily hands 

And so in weather green or ripe, 
I just sit here and type and type! 
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PIPPIN AND CHEESE TO COME 
All sorts of good things are in store for you if you take ad- 
vantage of the Credentials Service that is outlined for you 





By FLORENCE E. ULRICH 
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at 80 words, and a bronze (-word pin in a 
club of 60 words 

In the event that a mixed « 
submitted, with not less than ten papers in 
the club, the prize will be awarded to the 
student making the best record at the highest 


» Ol papers Is 
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Most of the certificates and pins availabk 


to you during the course of your studies ar 


shown on pages 80 and 8&1 (The se are the 
awards leading to your Certificate of Attain 
ment.) They are a real impressive and 


valuable testimonial to your skill Sup 





speed, unless otherwise requested by the pose you make winning the Junior O. G. A 
teacher at the time ol Pin for shorthand 
submission writing he Juniors 
O.A.T nea and 
To each class that has i ale tvping th 
one or more O.G.A ; : an 30-word typing award, 
siruc 5 es 

aienitined tlt te alee Instructions for Shorthand Test ae a ee 
the scroll entitled The purpose of the O.G.A. is to develop shorthand speed cer 
“ mo " § Mem a practical shorthand writing style. The mo , - n sal 
Honor Roll « JUNIOR O.G.A. AWARD is given to stu- ee Bh 
hers in the Order of dents who have had sufficient practic: to be aims—right now hey 
Gregg Artists,” on ible to write freely, smoothly, and correctly are vour first “Mil 


. = the Junior O.G.A. 
which may be inscribed 


the names of student 


Test on page 82. This 
pin is awarded on qualifying specimens; st 


papers that do not qualify are returned with 


; 


mes” toward you! 


goal. The sooner you 


neal Tl Honor criticisms and suggestions for further prac- h th + 

members 3 lS tice for the perfection of notes. The O.G.A reach them, the Soonel 

Roll provides an effec- MEMBERSHIP CERTIFICATE is awarded will vou be able to tak« 
o olen » Me 

tive means of focusing nm specimens qualifying on the Membership up the second lap to 


attention upon carning 
the awards. It is sent to 
tion generally. 


teat hers upon reque st, Practice the O.G 


Test (page 83) written 
style, with attention given to fluency, forma- ward your goal of be 
tion of curves, proportion, and correct execu- 


Test as often as you 


in a good practical 


oming an accomplished 
shorthand writer and 


is soon as the first can in order to secure a specimen of your typist. You will find the 
best writing style to submit for the award. - ‘ 
group otf certificates [ot est publishe 1 else 
the season is issued ly pewriting where in this magazin 
After the names of th ; except the shorthand 
ae fi ' 7 The O.A.T. Junior and Senior Member- : p 
pupils Nave been Wl ships encourage proper attention to arrange- peed and theory tes 
ten thereon, it should ment, accuracy, and rhythmic stroking in which are printe d in 
, ted r displave typing Any make typewriter may be | “r | —— 
Oo Spl 7" - me the iT 
be poster I used The Junior O.A.T. Test (page 75) ! vews Letter an 
as promine ntuiy as Cll requires neatness in arrangement, accuracy, sent to leac he Ts ire 
cumstances permit and even touch each month 


the inspiration value it 


The SENIOR O.A.T 
in setting up the copy; 


TEST requires skill 


if two parts are given, 


will have The regular Part II should be arranged on a second sheet. I LASH! And here’s a 
’ A study of the test (page 75) will suggest . 

work may be set aside the best method of arranging it to secure little advanced infor 

for a few minutes and in attractive and easily read copy. mation—sorrvy we can’t 
‘ , The Competent Typist Awards begin at 

a Short talk given by 30 words a minute. for which the PROG- give the date yet, nor 

the teacher, or school RESS CERTIFICATE is issued. The pin the details—but we 


official, referring to the 


is given for 50 werds, 


rYPIST CERTIFICATES, beginning at 00 


and COMPETENT ' 
have heard it rumored 


significance of the pel The test (page 76) must be written in a that there is likelv to 
‘ ‘ ten-minute period, with not more than five ' ' 
formance that won thi ; short ' 

: . eae errors It may be practiced as often as you ca horthand spec d 
honor Student rm like, to secure your best speed for the month contest sometime in 
member things like ee the final paper is submitted for an Mav. and that those of 

iwarc 
that—and those that you who have your 


v influenced 
harder for 


watch will 
to work 


To those who are tion speed practice 
. ’ ‘1 , on troenscribing these 
exceptionally skillfu 
shorthand writers, the vear for comparison 


. . : lone t th 
Certificate of Superior cone fo Ge other 


Merit is offered. Whil page 78. 
notes accepted for this 
certificate are 


Transcriptions 


In addition to these 
similar recognition is a page of shorthand matter for transcrip- for the 
The records you make 
letters each month are 
recorded by the teacher and reported once a 
with the work being in this first 
schools. This month's 
Transcription Speed Project will be found on 


horthand speed awards 
monthly tests, there will be ctigibh = cunet 
cautitul prizes 
Which school will have 
the championship team 
National 
Shorthand Speed Con 
test? Juniors must have 
their 600- and 8&0 word 


certificates as evidence 





judged 
by the same basic quali 
ties that determine the 
Membership Certificate, the 
standard is very much higher, and the speci 


issuance of the 


mens must be written with ink. The examina- 


tion fee is fifty cents. A detailed criticism is 


made on all papers not qualifying for it 


f their ability to com 
pete; and seniors must 
100-word 


So get busy » and see how 


have received these and also th 
certificate 
soon you can qualify 

BE PREPARED! For there’s pippin and 


cheese to come! 
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October Test Material 


|All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and insure accuracy in making out certificates October copy is good as membership tests until 
November 25, 1940) 


Junior QO. {. - Test tain rates must be comparative with the 
ne ' ; > ner ne } , 
Type the following poem I Can making three pe uk n ofhee sonnel in that nd istry 
stanzas of eight lines each Begin a new line for This vear, tor the first time in effort was 


ach word capitalized here 
f . . made to secure information on certain ven 


“I CAN!” If you think vou are beaten, eral personnel tices in addition to salary 
you are. If you think that you dare not, data. The answers follow: 
you don't! It you'd like to win, but you Do you employ married women? Yes 7 
think you can’t, It’s almost a cinch you No 8. 
won't. It’s as true as the stars in the skies Do you retain married women who are 
Chat out in the world you'll find Success married while in your employ? Yes 12 
begins in a fellow’s thoughts It’s all in No 3 For a limited time? In 
the state of mind! definitely? 12. How long? 

Full many a race is lost Ere ever a step is What is your policy when employees re 
run; And many a task has failed Before it Sign between May | and September 1, who 
was ever begun. Think big and your deeds have not received their vacation that year 
will grow; Think small and you'll fall be Do they receive part of their vacation pay 
hind; Think that you can—and you will on leaving? None. Do they receive all of 
It’s all in the state of mind! their vacation pay, on leaving? § Kacl 

If vou think vou’re outcl ssed. vou are! case treated on its own merits? 5 No pa 
You've got to think high to rise: You've got t leav ng detore lune 30? | 
to think well of yourself, Before vou can 
win a prize, Life’s battle doesn't always go Part Il 
To the stronger or taster man, But soon o1 
late, the man who wins Is the fellow who SALARIES REPORTED IN 1939 
thinks he can! SURVEY. Addressograph Operators; N 

of Empl., 25; Minimum Salary $70.00 

Senior O. A. T. Test Maximum Salary $122.00; Average $92.67 
Duplicator Operators, 9; 65.00; 100.00 

a Peat giae flloing we = Gvecolume table. wndsr 78.89. Mimeograph Operators, 4; 86.50 
breviating to Empl. if necessary); Salaries (above the 127.00: 102.06 Key Pun h ()perators 4] 
last three columns) Minimum, Maximum, Average 70.00: 157.00: 106.84 Tabulator Opera 
Part | tors 2. 95.00 104.00; 99.50 ‘Tabulator 


Card Pullers—Burroughs, 7; 74.00; 90.00; 
82.14 Calculators—Comptometer—M un 
roe. 283: 65.00: 165.00: 94.90. Calculators 
Marchant. 3: 85.00: 105.00; 91.00. Book 


ANNUAL SURVEY OO} OFFICI 
SALARIES, DETROIT CHAPTER, 
N.O.M.A.—1939. Each vear the Detroit 
Chapter of the National Offce Manage . 

- cee o chine Ope ors q 65.00 
ment \ssociation conducts a survey ot keep ne Ma h ‘9 — arveay . ‘ 725 
; ‘ 140.00; 100.80 [ypists—General, 237 
salary rates in effect among its membership . he ~— : 
The ©5.00; 138.00; 88.95. lypists—Billing, 64 
65.00: 160.00; 91.15 Dictating Equipment 
Secretaries 150 75.00; 162.00 115.15 
Stenographers Steno Dept ) 35 75.00 
140.00: 97.21 Stenographers (Privat 


134; 70.00; 170.00; 110.97. Secretaries, 76 


for certain types of office employees. 
most recent study, published as of Novem 
ber 1, 1939, covers 22 distinct office posi 
tions, as compared with 19 classifications in 
the 1938 survey. The results summarized 


in the accompanying table show pay for 


female workers, the minimum, maxi 100.00 ; 250.00; 145.72. Switchboard Opera 
mum, and average rate being provided in tors 30: 80.00: 140.00: 106.12 feception 
each instance. In reviewing these figures ists 8; 75.00 175.00 94.56 Ofhce 
it should be remembered that special condi Messengers. 12: 70.00: 90.00; 74.58. Mail 


tions in each company may be reflected in Clerks, 49; 65.00; 120.00; 74.32 File 
the salary scales reported. Other factors Clerks, 173; 65.00; 115.00; 79.14. Janitor 
iffecting the comparability of the data are Service, 24; 60.00; 79.00; 68.96. Elevator 
(a) the difficulty of defining accurately the Service—Passenger, 6; 70.00; 90.00; 80.17 
nature of the job in a one-word description, Total number employees listed above, 1,466 
and (b) the fact that Detroit is primarily Total number office employees on payroll 
an automotive manufacturing city and cer reporting companies, 3,644. 


; 
0 
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October Competent Typist Test 


Use double spacing in typing this ten-minute test 


(To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 
each error to get net words written. The number of strokes is indicated at the end of each line in order to 
facilitate counting the gross number of strokes written.) 

Strokes 


I am a free citizen of a free country, but every morning 
I am awakened by an alarm clock ringing out the first 11 
rule of the day—to get up at 5:30. And from then on, 165 
every movement I make is guided or influenced by hun- 217 
dreds of laws, written and unwritten, by rules, orders, 273 


commands, codes, and conventions. 308 

When I drive to work, the fact that I am a few 355 
minutes late can easily cause me to break a dozen traffic 413 
laws so that I will not violate a rule of my employer that 472 
says I must punch the time clock before 7. On the back 528 
of my time card is printed a set of general rules to which 587 
all employees of the company are subject. Beside the door 646 
to my department is a bulletin board covered with special 704 
rules that apply to our particular division of the company, 704 
and before I relieve the operator on duty I am supposed 820 
to consult an instruction book for last-minute orders— 875 
temporary rules. 893 

All of these regulations are the products of human v4 
minds, and naturally some of them are unnecessary and 998 
confusing. Being human—and therefore subject to weak- 1052 
nesses, and to stubborn tendencies to revolt at being 1106 
forced to do something— it is natural for me to feel at first 1168 
that I am being suffocated by regulation, that any origi- 1224 
nality and imagination I possess is being stifled by red 1281 
tape. Yet it is because I do have a vivid imagination that 1341 
I find it easy to obey the rules. 1376 

When I keep the rules that govern my job, it is not a 1430 
case of a man in overalls bending to the will of a collar- 1488 
and-tie boss; it is a case of two men working together, 1544 


doing the things that are necessary to make possible next 1602 
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Friday's payday. So my constant aim is to obey all rules. 16a 
I obey those of my town, state, and nation because I know 1720 
that these laws, though they may not be perfect, represent 


man’s honest attempts to use the accumulated experience 183 
and wisdom of the past in charting a course for the present 1895 
and future. 1908 


Imagination reveals the profit to me in every good 1959 
rule that I obey. And even when I am conforming to the 201 
laws which I think are useless or harmful, I am compen- 2069 
sated by the realization that I have a councilman, a mayor, 
a state representative, a Governor, a Congressman, a 
Senator, and a President to whom I can protest, and to 
whom my vote is important. 

A farmer, a laborer in a meat-packing plant, and a 
clerk in the corner grocery store all must obey rules— 2371 
rules that are enforced to assure me of the purity and 42r 
quality of my breakfast bacon. A worker in an automobile 2484 
plant and a tire manufacturer obey rules that contribute 2541 
to the safety of my family and my friends when we're 2594 
going around a sharp curve on the road. Observing the 2049 
rules is my method of paying for the protection, the joy 2706 
and peace, that I get out of the rules to which others ere 2765 
subject. 277 

In quietly complying with the rules, I may never at- 2826 
tract the headlines and spotlights that follow the wrong- 2883 
way guys who are “too adventurous and imaginative” to 2937 
abide by instructions. Yet, obeying the rules with imagi- 2004 
nation is glory enough for me!—Hudson Nix, in This 3025 
Week. 


[Repeat from the beginning until end of the ten-minute test period 





Words for special practice: awakened, unnecessary, weaknesses, suffocated, originality, 


imagination, accumulated, reveals, representative, obeying 
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Transcription Speed Project 


(295 Actual Words) 


f ae Piet elas 
Wley Hel € 
ee yf 
‘6 eH Gy U 
3 dels 


gene ar Be 


a Oe 





o| & > is <p ” 


x 


Me aces 


~~ 


\_ ec 
AW -_—s 
/ Poe , : , 
so, 
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The Transcription Speed Project 


HE object of the test is to provide repe cribing, and Jol me ite to look up a cor 
tition practice in timed transi ription ol rect the word _ 1, they each will be charged 
with one more 1 it hkied to their transcribin 
the shorthand plate given in this Department time. making clever mien » af. Dividles § . 
each month, with a view to building bette1 words by eleven minutes giv 1 net speed of 27 
speed and a iracy words a minute, a . t J words a . 
We recommend that the students read the 7 ee * 
shorthand plate over once, then go to the lo ascertain number words transcribed 
machine and transcribe it. This transcription per minut livide total number « actual 
will be timed. An effort should be made to’ words in th st (as shown in plate in th 
write a perfect transcript of the test the magazine) by the number minutes that 
first time. In other words, use the plate to took to transcribe 
develop accuracy and speed in typewritte1 We suggest that a ten-minute test on the 
transcripts Competent Typist Test, published in th 
Charts are available to teachers upon re Greco Writer, be ised for determining stu 
quest for the purpose of keeping a record ot dents’ typing 1 per mit 
the students hrst pertlormance ol each The tests as not 1 be sent t u each 
month's test. Subsequent writings on the month, but the final test on the Progress 
same test are to be timed, but are not to be Chart should determine the students’ tran 
recorded on the chart, because they are for scription ability at th mpletior the 
the purpose ol developing better spcc 1 and period 
accuracy. Just as repetition practice is one 
of the most effective ways leveloping AS much repetition practi hould be done 
shorthand writing and typewriting skill, so on the projects each month as time and cir 
repetition practice in transcription will dé umstances permit, but record the result 
velop efficiency in this phase of the students’ of only the first 1 ‘ f the st should 
training with greater cas and speed e recorded n th Chart 1 , { , 
letermining a stud s progres 
WE recommend that the records on th Transcripts having more than the per 
charts be made as follows mitted number errors ialifyin 
should be s« ndicated th Chart bv an 
On the first line of the Chart show the (,) i, red y he spa Fane 
time required to transcribe the entire test ypihine Specd Ti , — 
or the respective month etnies suaien i . 
On the second line, state whether or not Tin Meneame Chests ace avelichh ‘ 
the transcript qualified by reason of having eat 
not more than three credits deducted. (On 
credit will be deducted for each error in 
. nn _ 
punctuation essential to the copy; one credit Complete Theory Tests Due 
yr each typographical error, whether strike Tl . M i | 
over or erasure, except where erasur©re iS Ms 1 onth 
neatly done; two credits tor cach spelling YTUDENTS studying by the Functional 
error, and two credits for each error in «3 Method who have now qualified on the 
transcription.) On the reverse side of the Shorthand Speed Tests at 80 and 100 words 
Chart, write a brief history of the result ol = einute. are reads r the Complete Theory 
each test—number of errors, kind, etc. Do Test ‘ 
not grade papers ; This test, which is a prerequisite tor our 
Where two or more students finish in the Attainment Certificate, consists of a hundred 
same length of time, one with a pertect of the mesumess words tn weitten from 
paper, you will differentiate ability as fol dictation and transcribed. The test is pul 
lows: Add one-half minute for each error): 4.04 each month in the News Lerrer. Th 
(except a spelling error, when one minut aenele. si Reeee to cover thorocushiy th 
will be added) to transcribing time, and principles of the system, and th 
livide result by total words in the test tor writing accuracy and skill is sufficiently di 
net transcribing speed a minut monstrative of ability to reassure both teaches 
Exampte: John, Mary, and Jane transcribe a 301 and student 
word test in ten minutes, but John has one spelling If ten or more students in a class quality 
error, Mary has two typographical errors, and Jane for the Complet Theory Certificate the 
transcribes perfectly. Since it probably would have Gregg Emblem Pin will be awarded 1 the 
taken Mary at least one minute to correct the two 
typographical errors, had she done so while tran- student making th vest re rd in the 
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This is Achievement Re 


Look at the brilliant array of testimonials in theeric 


of shorthand and typing awards shown here! Isni th 


an impressive demonstration of skill for — 









a student - stenographer to offer the 


prospective employer when 





applying for a job? You can 


levine pased the official Carag Wetter exami 
° nation. in the presence of « teacher, & awarded 


ae 


Gregg Tans, 2. 
eanavioton Ge 


get all these before you leave 














school! 
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ate of progress 
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CERTIFICATE OF MEMBERSHIP | 


S awarded ths Certitag 








( , Aj 































est + 
cours 
oge 
attair 






PRINT IN BINDING 
















@ Tren Progress Cectiticate 


orang Seememenrened states 
+ 40 ones an ney 2 ie came 























THESE GREGG WRITER 
CERTIFICATES AND PINS 
are awards given for 
reaching definite stand- 
ards in Shorthand and 
Typewriting. Besides be- 











ing measures of your 

progress, they add inter- 
est to your work. Offered throughout the 
course, there always is an award to encour- 
age you to put forth your best effort to 
attain the next required standard. 





a) 





Cortificates » Vecerded »y 
The GREGG WRITER 
2%) Madlince 4 


veeue 
New York N ¥ 











But it is when you have ALL these certifi- 
cates mounted in the Achievement Record 


album shown at the sunny top of Achievement 
Road that you not only feel you have suc- 
ceeded, but that you have tangible evidences 
to show for what you have done. With your 
name beautifully inscribed on each certificate 
you have won, the Achievement Record al- 
bum becomes a book to treasure through the 
years, and, of course, you will be proud to 
wear the handsome pins. 


Ask your teachers for instructions, and de- 
cide now that you will qualify for all the 
certificates and pins pictured along Achieve- 
ment Road. 
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Tue 


Typewriting Contest Honorable 


Killa Gente Route 1 Box 
261 Arlingtor California 

bather Simmons, Central Ca 
ing Company Culver ¢ 
California 

Esther Busby, Central Call 
fornia Commercial College 
Fresno, California 


Ovsanna Kazanjian, Fresn 
Technical School, Fresno 
California 


Gertrude Pawlowski Lore! 
Ritter, Harriet Wittmeyer 
Antelope Valley Joint Uni 


High School & Junior C¢ 


eve Lancaster Califor 

Kate Huddleston, c/o Josep 
Seymour Attorney River 
jile California 

Anna Turner, 750 Adelaide 
Stree Lomion, Ontar 
Carada 

Germaine Belcourt, Loretu 

Ontarl 


Abbey Toronto, 


Diar James, St Ma are 


Busine School Victoria 
Kh. ¢ Canada 

Clertruce Doris Selby En 
nanuel College, Frankliis 
Springs, Georgia 


Marie Tullis, Savannah B. & 
BB. Supply Company, Savar 
ih. Georgta 

Kisao Hironaka, Margaret 
Dietz Commercial Secho« 
Honolulu, T 


Frances Janish, Sand 


High School, Sandp 
Ida 

Fra > Nelsor B 
High School, B idere l 
i 

Ruth Stor ‘ y 8 
le fet of Set om 
Biaomingtor Lilinei 

Kita Deees Josephinum Hig! 
School i? age Ill 

Virginia Pankiewier, A 
High School, Chicas I 

s phine Schallm« r & 
hi ena Commercial H 
So leo Chicago, Illinol 

Marie Barn Elvaston H 
Schon Elvaston n 

Dorothy Tate. Grayville H 
School, Grayville, I 

Marjorie Dawe Marion Tow 
hip High Scho Ma 
I 

I jan Klick, 7 t Hig! 
School, River I . 7 
nois 

Florence Milnike Mary ls 
se Miller Mallinekr 


High Schoo Wilmette, I 

rma Doolittle Wood hn 

Comr nity High Sehool 

W ocnlstock Illinol 

Irma Harvey, Huntington ¢ 
ege, Huntington, Indiat 

Maxine Marie Surry “> 
row Wilson High S: ho 


7 


Cedar Rapid lowa 
Merna Aitchison. Manchester 
High School, Manchester 


lowa 

Beth Hybskmann, Baldwir 
High School, Baldwin Ci 
Kansas 

Irvin Willits, Senior Hig 
: El Dorade, Kansa 

Mildred McAmis, Theresa 


Carig, Bernadette Winter 

scheidt, Horton High 

School, Horton, Kansas 
Betty Lou Conover St 


Xavier's High Sehool, Jur 
tion City, Kansas 
Helen Bernice Lundi 
Sacred Heart Academy, 
Manhattan, Kar 
Connie Cullivar 
Kramer Josephine Gillgar 
non, Immacula Concept 
High School, St Marys 
Kansas 
Evelyn Wesslin 
High School 
Evelyn MeKinley 





As 


Genevieve 





Salina, Ka 
Mildred 


Lambert, Frances Haefling 
Jean Kreiser, Genevieve 
Rose, Rita Kelley, Mary 
mount College Salina 
Kansas 


n 
Sacred Heart 
As 


Concluded from the September issue) 

Kenne Frank B. Jutkiewiez, Sais 

1 of Commerce Joseph's High Scho be 
Maine mitsburg, Maryland 


New house 





Gardiner, 


joan Latno, Old Town High Dorothy Levesque, Adams S« 
School. Old Town, Maine ior High Selx Adan 
Laicille Pare, Ave Maria Aca Massachusetts 
demy. Sabattus, Maine Mary Michalenk » Andrew 
Mahlon D. Ross, Thorntor Jj. Dilk Allorney Adan 
Academy, Saco, Maine Massachusetts 


O. G. A. Membership Test 


See page 74 for instructions) 
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accomplish frequent.y 


Warrrer, Octobe 


CREGC 


Mentions 


vo fem Crib & 
Company, Gardner 
Ma 1 husetts 
Flor e Gregoire, St. Loui 
Acaden Lowell, Massact 
Mary ¢ x Newton Secre 
arial Sechoc Newtonyv ‘ 
Mas-achusetts 
M rie Hay 84 Burr 
Stree Swampscott, Massa 
Leatr Gonsalves V ictor 
Ha ' Joseph ¢ e Hig 
Scho Swansea, Massact 


Redford Higt 
Se how Detroit Mict ar 
Alice Baier, Doris Anne Beck 
Mary Ellen Eliswort La 





t Ow Acme Busine 
( lege. Lansing, Mi: higar 
B e Gulden, Lake Shore 
Realty Compa St Clair 
Sh Michigar 
Jane | kson Senior Hig 
s ol Muskegon Michiga 
Mary Lea Baudry Rose Lee 
Tede s Sacred Heart Acad 
emy, Biloxi, Mississippi 
Bianche Brewe Crysta 
Sprir Cor lated Scho 
‘ stal Spring Mississips 
, ude Lyo Perkins 


Grant, Nebraska 
Edith E Hammond 
nt of Put Instruct ! 
taymo New Hampshire 
Jane McElhinney, St. Eliza 

Academy, Conven 

Ss ion New Jersey 

seph R. Belarge Ardsley 
High S he 


Depar 


Max Putz, 8&t Mary Busi 
Scho Buffal New 
York 
( e Lead Lil ) 
High Selo Liberty, New 
y } 
I beth B. Rans New 
York Life Ir rance (Cor 
y. New York. N. ¥ 
th Ww McKesson & 
R Inc., New York 
N. ¥ 
Morris Finkelstet: Monroe 
Secretarial School, [ronx 
New Yort 
Mildred B » M r 
Hubt & Evans, Utica 
New York 
I’ r W vert, Mary Mo 
J High Schau 
Wapa 1. Ohio 
I Mect'a ( F.M 
a Real Estate, Your 
w fe) 
' } h Reddick, Roseboor 
Law Office, Enid, Oklahoma 
loe L. Gr Betty Broker 
} , High School, Ea 
Pennsylvania 
‘ Mi M rese “ Sha 
Avenue New Castle 
I pia 
Kosa Hediey. FE s Col 
‘ Newtown Squar 
Pr nia 
Dorothea J Lautenbacher 
I 4 y Department Ir 
ne Unit Philadel 


hia Pennsylvania 
Ida Linder, 87 Fourth Stree* 


Rhonte 


P lence Island 

Virg » Seale, Navarro ¢ : 
mer al College Corsicana, 
Texa 

Monica Lindsey, Tioga Higt 
Schao Tioga, Texas 

i Howard, Hartford 


High School, White River 
Junction, Vermont 


loy E Kohler Hig! 
School, Kohler, Wisconstr 

Rita Winkels, 2740 A. N 
N h Lane, Milwankee 
Wise 

Gledy Leith Senior Hirt 
Scho Monico, Wiser n 

a ( Easterling. V a 

ional Sehool, Stevens I’ 
Wisconsis 

0 I Baker, The (Gre 


School. Londen, N. W 
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Ja I A ( I Hi ‘ Marjorie La Guzman -(uana a KB. ‘ " 
vea bus s 1 ‘ Wid Har Jur Ynee Santa ‘ I N al ¢ Ba 
( wnatuan, N a Ecija ( ze, W a Falls A Sa Pedr Mac » York Sa I j 
rt | I I Texas K Db M RK. Db 
, ry J »: 
Contestants Awarded 80-Word Speed Pin 
Dorothy B j Alameda e & 4 Wovodbur ‘ Marce an Ave M 4 Cearoly M Que ‘ 
Stree Alta » < fort ee Las Ar es, Ca A s M “ ge, Char e, N ‘ 
, “ rd a . rT 4 Se A | 4 , } ‘ 4 be) A a 
Margare Farland Woodbt - . lenry Spine Wom 
College, 1 Ang f Blair, Gail « t College, Los A f s Woodbury ¢ 
fornia s \ t A t Texa s fort.ja 2 w I ‘ . 
2 erro ‘ 2 errors ' fornia 5 ‘ 
( orinne M Ca “ Ibury I rer Ovi ' DD wood l ha D. I t New J d 
College. La 4 ( High Set Deadwoo Sta be Se . Om Woodt : 
fornia. 93 © 8 s Dakota. 84 wor ‘ Fle gton, New J . lege, | A ‘ 
rore 4 er ov “wo ‘ n r . . . ad a 
Ma Nakagawa. Wood y Ma Loretta Donahue Ss Esther Fairmar I . | 1 Wie ‘ 
‘ ge, Los A ( } Aca o'Ce r t 4 . om : : , 
fy " < N 2 w ‘ B ne « H ] ; m 
. eeees ste arres 8 . , ‘ ‘ 1 
Broyles H Har Junior Mildred Friedman, George err Rr Ir Wont ‘ 
Colleg Wichita I s, Tez Washington High Scho Mildred Woodruff Pag I \ ‘ 
as % words a minute, 4 Alexandria Vire a 82 R “ mis 5 f . , 
errors words a minute l error rd at 


QO. A.T. Club Prize Awards — Bronze Pin 


rvare Duffy St Mary . ‘ ry Geigle Ar - 
"oon 8 Columbus Junior O. G. A. Test ae oe oe 


0 - I arck N Dakota 

ett Dunt i Ma . See pege /4 for instructions ; R Re 
R H s ~ A A j M 
H N Yort Massa 

J D : Mary ° f Ida 8 s | 
Aca Milw a 6 < fe rd . Ss | I ‘ 
\ Zone 

Ma Rr st M xm ; —, M iret Sct » ! 

¥ 

A H oO ( I ‘ I 
‘ ‘ , a v ( ‘ ' 

Elaine Jacot Graverae é ) I> B i 
H s Mara a / — ~ 

> > 

M — . 

4 M t R ad : r Ma Jor ' ! 
B ‘ e. Lev ‘ ( a & 


sine Montg i 
Helen K \ 1, Ss Helen ¢{ 1y i 1 
Sta Q ¢ Peace . C 2 Meye Aca 
High Scho North <A = La ‘ ‘ Illine 
giot New ey sta T ( gher 
Eula Brown, High Sct : ree ‘RB Ke 
lew h ‘ “Cc > — > > ( I ‘ 
Itale ( Senior H B I ’ . » 
oe amen ~ 4 ‘ Kansa 
> " 
Mex F 2 } . , Ag 
wtesenen Bi —eteon ff . = Z - ° D " Hea 
M High Scho 4 Come Seer ‘ 
Ohio a 4 pus, © 
Grace A High Scho« j Larraine | wt Hig? 
Hawthorne, New Jersey . - School, K ford, Mict 
Rita Mc Dor Ker gan 
™ “™ of ‘ . ~S y ats Ww B ie H 
Gardiner, Maine School, Flint, Michig 
Margaret Loftis and Wand 4 _ XK : Bernadette Lunkes, St. B 
MeMahar Hie Sect t & x a? ag 
Iva, &S h Caro ‘ rilie 
Mary Edith Doeker, Holy - > ‘ : ( Lydia 1 ee Union Higt 
(ros H Sc hoe ¢ . . 


Ruth Gilber H. I M Ma t augh, ¢ ’ 
H h s il = « ' 4 H ) a> 
M esota f . oO 
Arthur Fedd ‘ Ma I> I s Alpe 
Mc Mah St Ma Y j z H Sc hor s ls 
Susiness School, Buffa O — & 6 y7 3 Mis 
New York Bett rm her, Beacom (Co 
oO le DH and ge, W Dela 
Keith Ca ‘ N _ ware 
Business ¢ e Bemid ? > <x ~~ Greta Barker The Secor 
Minne 4 Secre s 
Mary Mericl ind Maneta : T - Canada 
Wahmhoff St Johr Hig x ) . } ——/ . C Kether Glass Hich Scho 
Schoo Del pho om ¢ a z Clintonville ——— ee 
Rose Serdar Little Flower x Dorothy Gellatly High 
Seuss, Spens Weel ) Sc hor Mexico, Maine 
gton ani ) ‘ -™~ Irene Powelson, Hig 
/ = 
Connie Cove “ Alo} = ¢ ~ 7 Sel Madisor M 


Academy Meridiar iv Christine Barnette Hig? 


Mi sipt * further than e oe THON Boone e M 
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THE SHORTHAND 





REPORTER 





SHORTHAND PENMANSHIP 


A few brief comments on shorthand penmanship and its relation 
to the speed and hand control essential to shorthand reporting 


By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


LTHOUGH I am not too sure of it, I 
sometimes think there is no such thing 
as a poor shorthand reader. Oh, yes, 

| have met many young writers and some 

older ones who trip and stumble over what 
seem to me perfectly legible outlines, and | 
have done my own tripping and stumbling, 
too, but I do not believe that the intrinsi 


difficulty in learning to read fluently and a 


curately lies in the art of reading. The litth 
mischief maker in it all—the thing that 
causes all the worry and the mistakes—is the 
writing of the notes in the first place 

I say I am not entirely sure the state 
ment because some writers, of greater imag! 
nation, better concentration, or a wider read 
ing acquaintance, can make sense out ol 


bad notes that others cannot, but when they 
do that, they are not actually reading the 
notes. They are doing a good job of guess 
ing, of filling in from their own minds and 
imaginations something that is not actually 
in the notes themselves—they are good 
I do not at all ve little the 


“puzzlers 
ability to puzzle out poorly written short 
hand. It is an art well worth acquiring, par 
ticularly if one’ 
should he, but while it passes as good read 
frequently hides a grievous 


penmanship is not what it 


ing ability, it 
ault—the fault of poor writing or poor 


penmanship 


I AM inclined to ascribe poor reading to 
poor writing and to stress that function of 
the art of shorthand, because modern short 
hand is so easy to read if well written, and 
there are so many helps in the way of con 
text and grammatical construction that there 
is little excuse for the so-called poor reading 
ot shorthand except the excuse oO! poor! 
writing. Practically all the inaccurate readers 
of shorthand that I have seen have been 
those whose shorthand penmanship was 
faulty not alone at high spe eds but at speeds 
well within their capacity, indicating beyond 
question where the fault lay 

Shorthand reporters are almost without 
exception good shorthand penmen. They 
must be or they would never have attained 
he speed necessary for reporting. They are 
not all what might be termed “classic” pen- 
men; they all have their individual charac- 


teristics of movement and outline, but they 
possess that one essential characteristic ot 
good penmanship—control. For the truce 
function of modern penmanship practice is 
a practical function. Speed and hand control 
is the ultimate aim of good writing. Such 
writing is usually also beautiful writing, for, 
as shorthand, beauty 
inseparable 


in an art as practical 
and usefulness are usually 


' 
qualities 


THIS is the time, with so many students 
beginning the study shorthand this fall, 
when penmanship habits are formed. Many 
other habits may later be changed or broken, 
but rarely are penmanship habits changed 
in later years. They may be modified some- 
what, but at high-school age the shorthand 
student is already entering the period when 
manual habits once rmed are difficult to 
break. It is tremendously important, there 
fore, for the student who hopes to enter the 
reporting ranks, to give as much attention 
and concentration to the art of shorthand 
penmanship at the beginning as he does to 
the acquiring of his shorthand principles 
Bad habits are always difficult to break, but 
experience has shown that it is much more 
diffcult to correct a bad manual or physical 
habit than it is to break a mental habit 

As you form your writing habits now, so 
will you have them with you for the rest of 
your life. So don’t let penmanship get lost 
in the shuffle—and remember that, when you 
are practicing for beautiful notes in the 
O.G.A. or striving for whatever standard 
you have set for yourself, you are prac- 
ticing to acquire hand-control—the essence 
of good writing and of reporting speed 


Key to Colloquy on Page 85 


MR. WHITE, Examining Counsel; MR 
DAVIS, Opposing Counsel 


MR. WHITE: I read from page nine of a lecture delivered 
by Inspector Daniels 

MR. DAVIS: Objection, your honor. I don’t see that this 
witness may be cross-examined on the statement of somebody 
else 

THE COURT: I sustain the objection. This witness can’t 
be questioned with regard to knowledge of somebody else 


MR. WHITE: I didn’t ask him that 

THE COURT: It is another way of asking him that 

MR. WHITE: I ask him whether in view of this statement 
(Continued on page &6) 
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Colloquy between Court and Counsel 


MR. WHITE, Examining Counsel; MR. DAVIS, Opposing Counse l 
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Inspector Da her to his answe wv whether 
that statemer et Da : sé ng make hilt hange 


his answer 


THE COURT: He ir witne ist he 

MR. WHITE: Exce; hat te a hostile witness and under 
the ru im f bound } he ame tatior ha I 
sould be 

THE COURT Ww i] mi say he s a hostile witnes 

MR. WHITE: He ts ng to save his » If we succeed 
he i out fa jot 


Tue Grece Warrer, Octobe 


THE COURT I nothir before t ourt to show 
hat he , I ¢ “ ’ There noth g bef e thi 
ourt to indicate that suct in ve exists a8 you sugges 
for giving whatever estimor ne gives 

MR. WHITE: It is a 

THE COURT: What is t e before thi int to sugges 
that he would lose i b if the ; ner here were t 

‘a 

MR. WHITE: If the petit r pr s, this work is going 

te wie hy ’ ane af not emer 


Representation was Countrywide at 
Alst Annual N.S. R. A. Convention 


Story by A. 


NDER the chairmanship of the presi 
dent, Mr John J Healy, the 4ist 
annual convention of the National 
Shorthand Reporters’ Association was held 
at The Warwick, Philadelphia, August 19 to 
22. It was a week of good fellowship, aided 
and abetted by the Pennsylvania Reporters 


Association, headed by Mr. Robert E. Len 


ton That body had promised “to consti 
tute itself a committee of hosts and dedicate 
tself to the task seeing that your eve 
wish is gratihed And they did—to th 
entire satistactior the National member 


ship in attendance at the Philadelphia con 


vention 


W HILI professional problems 


their due consideration, as becomes an ort 


received 


yanization ot this type, the social aspects ol 


convention hfe were in no way neglected 
As a matter of fact, this convention was 
one of the liveliest, largest, and most enthusi 
astic that it has been my pleasure to attend 
\s a prelude, a “Get-together” meeting was 
held in the Ball Room of the hotel, with 
introduction of “first timers at the conven 
tion,” informal entertainment, and moving 
pictures of previous conventions—taken by 
Mr. Louis Goldstein—affording us an oppor- 
tunity of “seeing ourselves as others see us.” 


EARLY Monday morning registration b 
an and by meeting time a goodly crowd 
was assembled to hear the address of wel- 
come of the Hon. David G. Murphy, th 
response by Mr. B. E. McConnell, and the 
Presidential address. The afternoon was 
given over to fun and pleasure at the Spring 
haven Club. Despite a heavy downpour, th 
golfers turned out in full strength and, on 
the wide-spreading veranda and in the club 
house rooms, cards, Ping-pong, and other 
indoor sports kept members and friends in 


Everyone joined lustily in the 


good spirits 
singing at and after the sumptuous dinner, 
listened to the brilliant entertainment, then 
danced to their hearts’ 


content, arriving 


BOW LE 


next morning’s sessi 


ON Tuesday and Thursday mornings sh 


hand clinics were orgal l he reporters 
discussed outlines r words and phrase 
that they have ound us l in their owt 
particular field of reporting, sharing with 
others the results their spe« 1 1 experi 
ence and kk irninly ron t} experici ! 
thers Being called 1p I report a m | 
cal Case, all) at dent am i le rl al engi 
neering case, or rep nve t 

scientists, whose vocabulary is strange to the 
layman, is all in a dav’s work ra reporter, 


and the clinics are especially helpful for a 


free discussion of the application of short 
hand principles to the development of sp 


cialized vocabularte 


SPEAKING informally before the Gregg 
Shorthand Clinic, Dr. John Robert Gregg 
congratulated the crows Gregg reporters 
who had gathered—some from as far away 
as Calit ria, Te xas, \\ SconsInN, and Maine 

and gave timely suggestions from his wide 
experience. The Gregg Clinic was led by 


Mr. Charles Zoubek, and by Mrs. Ollie F 


Watson, official court reporter from Well 


ington, Kansas. Outlines offered by mem 
bers were bisected, dissected, and op rated 
upon in real clinical style, to determine th 


very best outlines that could be used in th 
special circumstances r which the outline 
was Sugecste 1 

SUMMARIZED, other highlights of th 
convention were: presentat ; 
Follies of 1940": tours around the city 
Rrotherly Love: demonstration of the Phila 
Doctor Ino; 


Exercises for 


delphia Reporters’ Clini 
Demonstration of 
Reporters; a series of beautiful moving pic 
tures of Honolulu, made by Mr. Carey Cow 
art and brought to the convention by Mrs 
Cowart; and the Banquet and Ball, which 
cliimaxed a most successful convention 
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16.000.000.000 Tin Cans 


A Few Simple Facts 


Reprinted by permission from a series of advertisements published by the Bank of New York in the New York 
City newspapers and the leading national magazines 
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Pioneers and Pessimists 


Py 


From “Clement Comments” 


Issued by the J. W. Clement Company 
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Glassmaking | 
From “How to Know and How to Sell Quality Glassware” | 
issued by the Fostoria Glass Company, Moundsville, West Virginia 


Copyright, 1937) 
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